
NEW Chief Training
Welcome: This training will be approximately 2 hours 

and will include hands-on training

Manual: If you don’t have your manual – please borrow 
one for the training

Housekeeping: There will be one break halfway through

Questions: Please hold questions until the Q&A slides
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• 87 Precincts will have 
a Democrat Ballot 
ONLY

• Conduct regular 
“Check-In”

• Make sure that this 
document is posted by 
“Greeter” and is 
taped to the “Check-
In” table in-between 
pollbooks



New Chief “Hot Topic” Reminders

Your manual is your 
Best Friend – Look 

for Checklists

Did Something 
Happen….... 

Document it on the 
Part F Form

ROSTER & FACILITY 
CONTACTS are in 

YOUR officer portal

Chief Supply (bag) pick-
up from Warehouse is   

3-5 days before election      
*This will take 1 hour*

• Please review sample Chief bag 
before exiting this training

Equipment 
Workshops are 

highly 
recommended – We 

will email with 
dates and times

Read the resources 
sent out by the 

Office of Elections
•Ex. Sample letter for team
•Ex. End of night paperwork 

examples

You are responsible for the following:
• Contact precinct for site visit and make sure you know where your cage will be stored
• Confirm precinct contact information and staff that will meet you at 5am on Election Day
• Coordinate with your team & facility regarding early Monday set-up prior to election day
• Decide if you want to potluck or go it alone – this can be delegated



Pre-Election & Monday Early Set-up Checklists

Manual 
Page 29

Manual 
Page 9



Monday Night Set-up 
REMINDERS

 This is voluntary – please invite your 
entire team

 NOTE: Schools may not be available for 
Monday – Inquire EARLY

 Bring your Chief Bag home with you on 
Monday night

 DO NOT remove SCANNER, TW or 
POLLBOOKS from cage

 Create a plan for which officer (usually 
the Asst. Chief) will be driving ballots 
back to warehouse/main office on 
election night

 Assign duties to your team for a successful 
set-up on Election Day morning



Precinct Opening and Closing Checklists

Manual 
Page 41

Manual 
Page 119



CHIEF
Election Day 

Opening 
Checklist

Manual 
Page 40

NOTE:  There are 5 Checklists 
for Chiefs in Manual

PLEASE USE THEM



Chief Supply Pick-up at Warehouse (3-5 days before Election Day)

Chief Supply Pick-Up 
“Need to Know”

• Your precinct Provisional 
Ballots will be in Chief Bag

• Chief Binder has A LOT of 
information to review

• Supply Return Form is on 
BACK of Chief Binder

• Plan to spend 1 hour 
reviewing items in bag

• This is when you would 
pick-up additional marking 
stations

We will email out dates and times for Chief Bag Pick-up



How to Access My Roster and Facility Contacts in "Officer Portal” Video



What is a Special Assistant and What Do They Do?

Special Assistants (SA) 
are prior Chiefs that 

visit precincts on     
Election Day 

They are support staff 
for the Chiefs and a 
great resource for 

precincts

The SA “Checklist” 
can be found in the 
Chief Binder-Try to 
review it early on 

Election Day

They will review the 
SA Checklist with you 
upon their arrival to 

your precinct

Please call HQ if you 
have any questions 

about their 
suggestions, etc.

The SAs will have back-up 
supplies in their vehicle -

Some items include:
• Red Seals
• Extra Forms 

& Paperwork
• Stickers & 

Pens

• Scanner
• Equipment 

Keys
• Batteries



QUESTIONS



Poll Watcher Basics
Pages 106-111  - There are 6 Pages 
of Information on Poll Watchers

• BEFORE 6am (Set-Up) – One Poll Watcher per party
• AFTER 6am – Up to three Poll Watchers per party
• They MUST present a signed authorization form from PWC or Virginia
• We CANNOT accept an authorization form from another county in VA
• They MUST be a registered voter in Virginia – If you can’t find them on the 

pollbook – CALL HQ
• They CANNOT assist/interfere with voters in any process
• They CANNOT wear political clothing
• They ARE allowed to see and hear activity on the Pollbook at the check-in 

station
• They CANNOT violate any voter’s privacy
• Poll Watcher guidelines available in Blue Accordion (one pager)

Important Points:

Manual 
Page 

106-111



Pollbooks
Driver’s Privilege Card

Is this ID acceptable?

Manual 
Page 79

9 Limited duration (See expiration date on front)



Keep Your Resources Out at 
Pollbook for Your Team



Voter States & Tags Hands-On for Leadership
Voters to look up and discuss Chief Over-Rides

Override adm0101a
Form or 
ActionCan OverrideStatusFIRST NAMELAST  NAMEVID

YesInactiveJarredWatson017080396

YesInactiveLaneJohnnie047052630

YesInactiveFoxEsmeralda602006497

YesAB IssuedDonteMcgee917110899

YesAB IssuedSotoJulianne511496320



List of Forms



Break 
Time!

See you in 
5 Min!



Let’s Discuss the
Infamous Move Rules 
and Watch a Video

Let’s Discuss the
Infamous Move Rules 
and Watch a Video





PROVISIONAL REMINDERS

Common Provisional Mistakes:
Provisionals
Citizenship question at top MUST be marked
The ID used at check-in is the same for Provisionals
Double check the felony question on the Green 

Provisional Envelope
Check the “Did you check ID” Box
Don’t forget the EO “Signature” at bottom of envelope
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PROVISIONAL REMINDERS

22

218
VR incomplete 
(citizenship, felony,
signature, address)

426Wrong PCT

Reasons why Provisionals were rejected that 
could have possibly been avoided by completing the 
paperwork correctly – Out of approx. 8,000 Prov.



Trainers-Review the Envelope Packet while the next slide video rolls



Envelope 
Guide



TallyPoint Practice Time
(If this is a Dual Primary – Please discuss)

Reminders:
• This process is to ensure that HQ can track your numbers and prepare 
• Hourly Turnout is ALWAYS the TOTAL – Not the difference from the last 

number logged
• Delegate the hourly turnout TallyPoint number submission to an EO –

they will remind you and you can input the data
• If your election is a Dual Primary – ONLY ONE TOTAL is required

• Don’t break out the numbers

Trainers-Let the next slide video roll while they practice!



Practice Entering 100 Voters in “Voter Turnout”
Practice Entering a “Provisional Voters” with sample provided
NO NEED to complete the “Curbside Turnout”-It will be completed at end of night



Pg. 20  Voters with Disabilities –
Request for Assistance Form

Pg. 23  Service Animals

Pg. 25  Removal of Election Officers

Pg. 71  Ballot Drop Box

Pg. 72  Outside Polls Voter

Manual 
Honorable 
Mentions



Pg. 80  Absentee (Mail) Ballot 
Situations

Pg. 82  Paper Pollbook is in the cage

Pg. 86  How to use the TouchWriter 
for ADA Voters

Pg.102 Prohibited Area – 40 ft 
Details

Pg.103 Firearms – Not allowed, 
unless law enforcement

Manual 
Honorable 
Mentions (Cont.)



Pg.105 Media Guidelines

Pg.114 Voter Challenges 
and Military Voters

Pg.127 Signature Reminders 
– very important

Pg.128 Closing Paperwork 
Envelope Checklist

Manual 
Honorable 
Mentions (Cont.)



Please remember that your paperwork 
is audited in the CANVASS process 
conducted immediately after the 

election, before certification and you 
may be asked to come into the main 

office to complete paperwork.  Please 
take your time and double check!



QUESTIONS



Thank 
you! 

Have a 
great  

Election 
Day!


